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How to Manage Contacts in State of 
Texas Automated Information 
Reporting System (STAIRS)



Managing Contacts in STAIRS

• This document was created to help guide providers 
through the process of managing their contacts in 
the STAIRS system. 

• Providers stated that updating and managing 
contacts could be confusing or difficult to 
navigate, so we are providing this document to 
help guide providers, new and current, through 
the process of updating and managing their 
contacts for MAC in STAIRS.
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Manage Contacts
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Select Manage from the 
Dashboard



Add a New Contact
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Select Add a new contact



Add a New Contact

• Enter contact data

• Fields with a red * are 
required

• Primary Contact – only 
check if this contact is 
primary. You can only have 
one primary – making this 
new contact primary will 
replace the other primary 
contact. 

• Click “Save” when finished
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Add a New Contact
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Fields with a red * are required, if 
you do not enter data in a required 
field, you will receive a “hard edit”. 

The edit must be resolved – data 
entered in order to “Save” the 
contact information.



Add a Contact
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New contact is added message.



Add New Role for an Existing Contact
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Select Add New Role



Add New Role for an Existing Contact
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Choose District Role
• Primary Contact – only check if 

this contact is primary. You can 
only have one primary – making 
this new contact primary will 
replace the other primary contact. 

• Click “Save” when finished



Edit a Contact
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Select Edit Contact Info



Edit a Contact

• Fields with a red * are 
required, if you do not 
enter data in a required 
field, you will receive a 
“hard edit”. 

• The edit must be resolved 
– data entered in order to 
“Save” the contact 
information.
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Delete a Contact
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This will delete 
the contact in 
its entirety –
all data and all 
roles

Select Delete Contact 



Delete a Contact
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When you delete, you 
will be asked to 
confirm that you do in 
fact wish to delete. 

Select OK to confirm 
the deletion.

Once the contact is 
deleted you will see the 
deletion message.



Delete a Contact
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Select Delete next 
to the role to be 
deleted 

This will delete just 
the role for the 
contact – the 
contact and all 
other data/roles will 
not be deleted.



Contact Information

• If you have any questions regarding this process 
please reach out to the MAC team or Fairbanks 
using the below contact information:

• MAC:

• Phone: 512-462-6200

• Email: 
MedicaidAdministrativeClaiming@hhs.Texas.gov

• Fairbanks Client Information Center

• Phone: 888-321-1225

• Email: info@fairbanksllc.com
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